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Appendix 2f
How to order equipment 
The Trust is responsible for providing the following for all staff who work for all or a substantial period of time from home with:

1) Appropriate device (PC or laptop) - with an encrypted hard disk drive to ensure data security. An IT Request Form is required to request equipment. Employees will be expected to provide their own internet connection at their own cost if access to the internet and Trust network is needed  
https://coronavirus-briefing.tfemagazine.co.uk/assets/1/digital_response_to_support_covid.v3.6.docx 

2) Mobile phone – on a case by case basis depending on need  
https://coronavirus-briefing.tfemagazine.co.uk/assets/1/digital_response_to_support_covid.v3.6.docx 

3) Office Furniture - Staff should deal with this in the following order:
a) take home equipment from the Trust site, following agreement from their manager
b) order a desk and / or chair through the Trust catalogue. For options and details on the options available click here - https://coronavirus-briefing.tfemagazine.co.uk/assets/1/remote_working_equipment_options.docx and the form is available here - https://coronavirus-briefing.tfemagazine.co.uk/assets/1/remote_working_equipment_formjune_2021.docx  the Hybrid Working Equipment Agreement Form which must be completed before ordering any equipment.
After your equipment requirements have been approved by your manager and when you raise your requisition in IPROC for any hybrid working equipment; please ensure that your preferred full delivery address including post code is typed in the ‘note to buyer’ box. Please do not use the ‘item description’ or ‘justification’ box as it may get cut off and not be visible to the Procurement Buyer and there may be a risk of your equipment being delivered to one of the Trust sites instead.
Employees will be responsible for assembling any office equipment that is ordered for them. If this presents a challenge due to a disability they should contact their manager. Any office equipment that is provided through the Trust catalogue/purchased would remain the property of the Trust and the employee would be required to return it or pay for it if they left the Trust’s employment. If the employee wishes to return the equipment, they are responsible for arranging to return to the Trust site. They should contact their manager and make arrangements to return the equipment.  If the employee wishes to keep the equipment then they must make the following payments which will be deducted from their final salary.

	Leaving Trust’s employment within 0-6 months of equipment purchase
	Must repay 100% equipment  cost

	Leaving Trust’s employment 6-12 months of equipment purchase
	Must repay 50% equipment cost

	Leaving Trust’s after 12 month of equipment cost
	No requirement to repay 
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